
Urgent Package Shipping Request 

Date: [Insert Date] 

To: [Shipping Company Name] 

Address: [Shipping Company Address] 

Subject: Urgent Shipping Request 

Dear [Shipping Company Contact Name], 

I am writing to request the urgent shipment of a package containing important items. Below are 

the details of the shipment: 

Package Details: 

• Sender Name: [Your Name] 

• Sender Address: [Your Address] 

• Recipient Name: [Recipient Name] 

• Recipient Address: [Recipient Address] 

• Package Contents: [Description of contents] 

• Weight: [Package Weight] 

• Shipping Method Required: [Express/Overnight/etc.] 

• Pickup Required: [Yes/No] 

We kindly ask for your immediate attention to this matter, as the items are time-sensitive. Please 

confirm the receipt of this request and provide an estimated delivery time. 

Thank you for your prompt service. 

Sincerely, 

[Your Name] 

[Your Contact Information] 

[Your Email Address] 


